Change a Physical Address

Note: In order to change a provider’s address, you need an assignment to the provider record.

Provider (% o )
1. From the desktop, click the button . This will open the Create Provider Work page.

2. On the Create Provider Work page, select Create Physical Address from the Maintenance drop-down and
select the appropriate provider. Click the Create button. This will open the Create Physical Address page.

/& Create Provider Work - Windows Internet Explorer
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— Create Provider tems — Providers
0 Administrative | ABC Shetter Care (9221765)
Badger, Bucky (9221598)
Check [ Captain, Stewart (8221055}
Farmer, Sally (9221882)
[:] Imaging | Gum, Bubble (221683)
0 . Wike Piazza (20181}
License I Muffin, Blueberry (9221524)
. " Provider, Female (5221778)
v \
m Maintenance ICreate Physical Address Provider, Foster (3221772)
Narrative v Provider, Home (92 )
I Provider, Mother (9221781}
$ Payment | State, Neighbor (9221779)
Test, Sally (9221062)
[3 support Fians | Unlicensed Shefter (9221526)
& Unlicensed Complaint I ‘Waupaca Co Health and Human Services (5221784)
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3. On the Create Physical Address page, the Previous Physical Address box pre-fills with the current address.
In the Current Physical Address box, enter the Street address, City, Zip, County of Residence, and Effective
Date of the provider’s new address. The Effective Date will default to today’s date, but it can be changed.
The remainder fields are optional. Click Save.
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— Provider
Mame: Home Provider Type: Foster Home

— Previous Physical Address

Cio: Wichelle Ryan

Street: 8777 T6th Street Apt:

City: Wilwaukee State: W ZIP; 53203 County of Residence: Milwaukee Country: United States
Home: (414)555-1212 Ext: Work: Ext: Fax: Effective Date:  04/01/2014

— Current Physical Address
co: |

Street: | | | Apt:|

wiCity: | City:|

State: ZIP:I— CuuntyufResidence: Cuuntr'_.r:IUnitedStates
Home: | E'.d:l Wnrk:l Ex'l:l Fax:l—

E-Mai: | Effective Date: 011212015
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4. If the provider has an Active-Regular license, you will receive the following message:

2} eWiSACWIS —- Webpage Dialog x|

Creating a new physical address requires the provider to be re-licensed. A pending
license will be created. Please complete the re-licensing process.

s

Click the Close button on the message.

Note: When a provider moves and a new physical address is entered, eWiSACWIS closes the current
license the day before the Effective Date entered on the Create Physical Address page and creates
a new pending license as of the Effective Date.

5. On the Create Physical Address page, click the Close button to return to your desktop.

6. If the provider had an Active-Regular license, access the new Pending license from your desktop and
complete the re-licensing process. Please see the associated Modifying a License User Guide.
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‘% Provider Home (9221845)  Actions

Foster Home 02/07/2014 Daisy, Dan Miwaukee Des: Mivwaukee License Status: Pending
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http://dcf.wisconsin.gov/WiSACWIS/knowledge_web/training/quick-ref-guides/ewisacwis_quick_ref_guides/License/Modifying-a-License.pdf

